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Application for DEPANTMENT OF ANCHIVES 4 RISTORT PAsE
RECORDS DISPOSITION STANDARD NECORDS MABAGENENT DIVISION !

INSTRUCTIORS: See separate instruetions for completion >f W FOR RECORDS MANAGEMENT DIVISION USE

1_ Applic(tlon Date
.

Date Recelved Applicution Wo. Date Completed
OCT 30 WS 75-247 YOV -5 1o

Perscn to Contant
.

3 front and reverse of this form, Sigm original and tyo sopies

.
2 heency Appiicaticn Neo. nd forwvard to Department of Archives and Niatory, Attention:

Records Management Officsr.

= -
.IGZIC!, Divisicn, Subdiviston & Admlnietering Office Addreas
Employees' Retirement System
Administration Building Jim Ha;_ctsf:.eld =

.254 Washington Street, Room 592 ' “Vorning Titie Tl e
A?lanta, Georgia 30334 | Claims Examiner 656-2960

T. TON REQUESTED Amend 341

What is the function of the office in which this record series is created?

The employees of the State of Georgia Retirement System office is responsible for adminis-
tering a retirement program for State employees. The office formulates rules and regu-
lations; processes applications; determinés créditable sérviceé and employee contributions;
and issues payments of refunds; disability benefits and retirement benefits.

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; i
Bl RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.|
§.Earliest & Latest |9.Exact Series Title AGENCY-WIDE COMMON STD.
Dates of Series CANCELLED CHECK FILES (RET(REMENT SYSTEM BENEF(TS)
Farliel963-présent Cancelled—cheskfiles—related tobencfits pridfrom-this-Systenw
10.

11. This file contains the following documents (include form numbers and titles, if any,
and flle arrangement ). :

Documetits relate to disbirsing funds to rétipients of Retiremént Systen benefits.
Included are cancelled checks.

Files are arranged numerically by check number.

ATTACH SAMPLES OF THE FILE
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Ro. af Dravers Cu. Ft. or Recovde | .

AMRUAL NATE OF ACCUMULATION
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Approximately 60 Boxes 20
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QUESTIONNAIRE Plece an "x" tn the proper column. If snsver 13 "YES," plesst explain ] YES_‘:—N_O_‘
13. Is this the Record Copy of the series? . [Xj 1]
14, Is there & duplication of this series in another office or agency? Z] [ ]
Check registers and vouchers.
15. Is the information contained in this series ever summarlzed or published? [ 1T K]
Attach copy of summary or publication. ,
16, Does the seriés contain classified information requirlng gsecurity handllng‘? - IX]
May constitite invasibn of personal privacy. o
17. Does the series initiate, amend or terminate agency policies and procedures‘? - [ ] u[X]
(\,’: - e - .L - . l I - k..L oo '..C -_; e 4
18. Could the function be performed if the files were lost or destroyed? [X] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1--Bx]
- 20. Does the record series provide data as input to an EDP file? [ ] K]
21, Does_the record series coiitain documentation produced as-FEDP printout? — ~—~ &l ]
Checks on EDP printout.
22. Has the Federal Government issued instructions governing the retention/dispo- .[ ] [X]
. 51tion of these files? o ‘ o . o . .
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23 Wlll there be
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2!4 REQUIREFENTS - The followlng TEquires the files to be kept - 1-2 s+ yearsy 0 - oo

a.[ JSTATE ©b.[]STATUTE OF c¢.[]AUDIT  d.[]FEDERAL e.KADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

E. Until final benefits settlement, to satisfy heirs and beneficiaries, to prevent fraud, or
assignment of benefits to other than original recipient

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

(Indicate briefly rationale for recommendations above/or write additional remarks):

of each -[]CALENDAR YEAR -[{IFISCAL YEAR - [ JOTHER _ ,then:
[X] Hold in the current files area " month(s)/ year(s):
X1 Transfer to [X] State Records Center [ ] Local Holdlng Area; hold 10 year(s):
[X] Destroy. .Note: These files may not be destr yed until resolutmn of all audit questmns .
[ ] Transfer to State Archives for permanent retention. ™
[ ] Destroy immediately after cut-off. e
- { -] Other: (8pecify) —— — T T EIPTEE S el B N RTY Al 4
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: Approved Disapproved ) , SEUE A F 52 P Dl
STATE RECORDS]1 MSecre f State/Designee ‘- ' '
I comMITTEE | Wi-1 Approvéd [ ] Disapproved 2L - 1—7>
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Approved Disapproved M i 4
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Racords Mana_:.nlunt nffi;ror, %

I RCY, Diviatcrn, uhdlvlllo 'y Ad‘llnlnlerln. Nffice Addrean B . Pe scn to Contar

mpio\jg LS ; Q-D:‘—‘;VR- IVE PP | S&_r—tn_m : ' Tan) HM+S£IQ.\d
D-SL\- LL_)&Q\\\M- ‘\'0-/\ S‘LVLLT ) 5 LL\ lz_lbé\\'\

Q'\*\m\%ct ; iea«q,\& 30333 S SQ“\OCT\:\;W&MM-M6'm?:22lac

7.ACTION REQUESTED v

[E ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. /NO FURTH9<ACCUMULATION ANTICIPATED.
B . Earliest & Latest 9. Exact Series Title aandovd
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LAW LIMITATION PERIOD LAW DECISION VALURE
(Cite Law, Statute, or other reason for the retention roquirement)
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e.[]JSTATE ©b.[]STATUTE OF c¢.[]AUDIT  d.[]FEDERAL e.MADMINISTRATIVE f.[ JHISTORICAL

of each -[)JCALENDAR YEAR -[/FISCAL YEAR ~{®OTHER

_month{s)/__ 2 year(s):
[ I Transfer to [v] State Records Center [ ] Local Holding Area; hold | year(s):

[vaHold in the current files ares

[ ] Transfer to State Archives for permanefit retention.
[ ] Destroy immediately after cut-off.
[ 1 Oother: (Specify)

v

(Indicate briefly rationale for recommendations above/or write additional remarks):

25. AGENCY RECOMMENDATIONS. This agency recoﬁmendzg%gat the file series be(332=gff/ét the end
- ,then:

[v1 Destroy. ¢ Theae Hiler Amay, oy be c\mho\‘eé« Vot \ ngw\m\-\er\r\
O all ausdct Qﬁuuﬁ\&m

Records Mcmaganent Offwer (Szgnature)r Date

OTHER REQUIRED SIGNATURES _ DATE

26. Recommendations [Agency Head/Designee

in paragraph 25 Approved Disapproved
are: ate Auditor/Designee
- Approved Disapproved

STATE RECORDS| RSecretary of State/Designee
COMMITTEE [ ] Approved [ ] Disapproved

Attorney General/Designee
Approved Disapproved

QAUESTIONNAIRE Flace an "z" 1n the proper Eﬁlﬂ. If sansver fs "YE3,"” please explain T . i YES T N054
13. Is this the Record Copy of the series? [Vqr‘[ ]
1L. Is there a duplication of this series in another office or agency? [1 v
15. Is the information contained in this series ever summarlzed or published? [ ] [vﬁ' .

Attach copy of summary or publication. ‘ k!
16. Does the seriés contain classified information requiring security handllng9 [1 4
17. Does the series initiate, amend or terminate agency policies and procedures? [ ] [+
18. Could the function be performed if the files were lost or destroyed? B/T 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (1 [ ]
20. Does the record series provide data as input to an EDP file? 1 [1
21. Does the record series contain documentation produced as EDP printout? [ ] [1
22. Has the Federdl Government issued instructions governing the retention/dispo- [ 1 [ ]
sition of these files?
23 Will there be a need for these records 10, 15 years from now? I1f ye what9 ﬁ(] U3 i
%‘\/ Qat o W P‘/Q&QQ\.L'\-\\AC‘ Wma R |
2k. REQUIREMENTS. The following requires the files to be kept years: o
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Employees’ Retirement System

April 9, 197;5 PR A 19

To: Mr., John Dunn, State Records Management Officer
Archives and History

From: Jim Hartsfield, Records Managemerit Officer
Employees' Retirement System

The State Wide Common Standard for cancelled checks is not suitable
for the needs of the Employees' Retirement System of Georgia, Our
checks are payable to retired State employees, refunded employees, and
in some cases, death claims are also paid from these checks. These
cancelled checks are essential in having bona fide proof of payment to
the rightful recipient.

Inasmuch as we process approximately 6,500 checks each month as of
March 31, 1975, with a monthly increase of about 40 retirees per month,
we do need a long range control“ of possible forged checks. Therefore,

: the Employees' Retirement System is requesting a waiver in the current

1 ) State Wide Standard. It would be more advantageous to our operation if

| we held current checks in our current files area for two years, then trans-
fer to records center for ten years; then destroy.

Your approval of this waiver on cancelled checks would be most appre-
ciated and helpful in our day to day operations.

JH:km

254 Washington Street, S.W, Atlanta, Ga, 30334 Telephone(404) 656 - 2960



